
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

[Introductory paragraph stating your purpose for writing the letter, such 

as applying for a position, expressing interest, or requesting 

information.]  

[Body paragraph(s) detailing your qualifications, experience, and 

relevant skills as a security guard. Mention any certifications or 

training you have received and how they relate to the position or 

request.]  

[Concluding paragraph summarizing your interest and expressing your 

willingness to discuss further. Include a thank you for their 

consideration.]  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name] 


